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" OFFICESORGENERATBERVICES

REPORT OF OPERATIONS

Chief, General Services

Chief, Records Management & Distribution Branch

\(“6

teekly Report of Operations for the period ending

30 July 1953 'ﬁ‘.
Personnel On Duty Vacancies In Process
25X1
Office of Chief 0 1
Rcds. Mgt. Section 2 5
Rcds. Center Section i1 0
Mail Control Section ..% 38

1. No. on leave three days or more:
Records Mgt. Section- 2
Mail Control Section- §
Records Center Sec.- ©

2. No. on special detail out of office 1 . How long?
Records Mgt. Section- ©
Records Center Section- 0
Mail Control Section- X

3. Where: @Oac mon 4m mm +iom Divisicn 20 &) t3e courier,

k. No. pending resignation, transfer and/or reassignment:
Records Management Section- O

Records Center - 0
Mail Control - 14
5. Specific cases on item 4 not in previous reports. -
6. New applicants interviewed _ . Recruited by Personnel__  * .

Recruited by this office____ = .
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B, Adminigtration and Problemes

Recor t Ssction - The installatiom of the standard filing
gysten Im the ine Reoords Pranch has been commleted,

The £11ing system is now being installed in the files of the
Space, 'nintonance and Tuciliiles Division, and apyroximately one week
will te rorgulred to cormlete inatallation,

The 0ffice of Training has call~d owr attention to the lssuance
of 1 Corpespondence repulation in the €2 series, A copy of this Tegue
- 1lation has beon requested to assure its conformance to regulations and
handbtooks to te issucd by this office,

Indtvicual dlscussions were held with the Aren Peeorda Officers in
the following offices and the status of the respective Records Memage-
~ent Programa ar~ as follous:

(1) 0°fice of Commmications - No nctive narticination at this
25X1 t4ve, | bf that o'fiece has prepared a staff study in vhich
e undeTatand he vecommends thot a ful) nrormram be undertaken, No dow
ciasion has yet been made,

(2) 0ffice of Training - Colonel Baird has indicated his conswrrence
with vhat appears to he full commliance with a vital materials program
such as we would like to see established, A memorandum on this subject,
to divisions, has heen nrepared but hns not vet been ismued, The
armointment of an Area Records Qfficer has not yei been made,

{3) Persommel Office - It has been agreed that the clder files of
sepa-ated emnlovees will he for-arded to the Records Center., Five cablw
nets of folders have already been forvarded and it is expscted thab
approximatelr twenty more (*otal of 150 boxes) will be forvarded in the
next 30 to 60 days,

(L) 0ffics of Comptroller “I_j:l the Arca Lecords Officer, 25X1
15 currertly working on snother assigrmeni, She has been requeated by

25X1 | |to delsy any further action on the schedule prepared by
this offire for divisions other then Finance, until she can personmally
contact and obtain the coneurrcnces of the respective respomsible
o*ficinls,

Inventorying the records of the Finance Division has been started
tut is nresently at a standstill while she is working on another assigne

25X1 ment, [ |has ssked that the inventory be delayed hecauso of moves
now in progress and until [ |ean work with our anaiyst, He alse
25X1 asked that she alone inventorv tie records of the Certification and

Liaison Eranch.

Eleyen voxes ot cables from iielc statious were inventories and sent
to the Reodrds Cehterd . J
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(5) spection and Security - All available iraining material hes
hesn rdven to pevly apucinted Arca lecords O ficer,
plans Teview th? raterial but not actively undertake the
program antil his roplacement is on duly soretixz in the 17tler part of

August,
(6} m/p - hag informed us that they are progressing om
25X1 on inventory of ee in that area,

Records Center Ssetion » The renovation work is comlote tith the oxoepe
tion of eloctrical work ond installation of glasa-faced boxes for storing
emerconcy sets of ¥eys, It 15 expectod thzi the work vill be completed
Monday, 3 Aupust,

25X Qoﬁ‘ I &3 inspected the tuilding and pronounced it satise
fantsry, T w11l be possible to ghore rocords in elther cren, despite
the presence of the Medical Supply Unit,

Once the PBS people are out of the milding, it will be possible to
swab the plece dowm 2md Iar ovt the nollcts, It 4s Fomed that wo cam

start moving ty next Thursday or Friday,

Clearance for access 40 recopds in the Arehives was obtained for one
yersor in 00D,

The loan neriod on certain recors %orrowed from the Archiver was efe
tended 30 days at the request of the borrower in GBR,

Mall ¢ 1 t = Speecial Courier Tripss Two trips were made to
DCL nd %ﬁ homess one trip wes made to Los Anroles, Californis (returned
7/21/53).

The iail Control Section assumed the responsibility of transporting the
classified trash from the Renroduction Plant to the I & S vrult, between
wings 3 and 4 of "I Building,

The current overtime requirements for the Mail Control Secticn are as

foYlovss
Eveninre - Mon, thru Tri, Saturdays Sundavs
Mail & Cowmrior I 108 11 P
I Coriers & .
Total , ] T

~ Further reduction moy be possible following n reviev of the ~vesticm
airres Lo be submitted by all registeries, A schedule of overtime requirew
ments 1g sttached,

. o . £
B “ i'; 4wt p, § ? g%
“ 4 LI N
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Average Woek
This Uuock Lant Fiscal Xeor
- 18,697
2, Reocords Center - (r11 fimros in culle Pfoet)
Reotr s rocclved for nrocessing
and storo-s 19 -
Reference ‘o racords materisl aMn 178
Regorda matinvis? Jegtrersd 0 -
3. Swppleeenisl) Meiritvtion Corter

&, Yo mierisl for stnck:

Information Reparta 819 624
Tnteltirenee Reports 2 ;M '

b, Supnlemental Digteitutions .
Infarmation Heports 273 306‘
Trtelliperce Renorts 81 o
Hotlces 18 ﬁli :
“penintions s UL
Uther 0 ¢

. Initial Distributions V
Notdces 0 3
hogulations : 3 1.7

4y Wil Activities
Pk
oA

8, Fost O°flce Mail \

* Incoming 64449 5,064 ! \

b. Postare expended - $856,60 $800,02 | |

. A
8, Scheduled courier trips 236 T Ty I *.
4, Speeinl ecurisr irins & 55.3}‘} \

e, Interwsgency mail by courier &
incoming 1,275 956 |
Tutgoing 936 1,313 |

£, Persomel actlonss
. ceruitusnle L - ‘
Sepazations b} - 3

£ s | \\

8. Use of Motor Poal Vehikles :

Avaiiekile 5 - |
Available but delayed 0 - ‘
L

v frdua et
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OVERTINE “ORK 30 July 1953

MAIL CONTROL SECTIOX

SATURDAY :
COURIERS HOURS
Pantagon and Staff Duty {1) 2.8, 8 or more
S « Cable Run { 1 } .8, 8
7.8, Specials and pouch {1)7™T.8, 8
| Shuttle AT ( 1) Secret 8 -y
ALY (1) Seeret . 4 .
Slmttla "B { 1 ) Secret 4
. 'R (1) Seorst 4
’ Post Office Driver { 1) Secret 8
/ Cable Driver { 1 ) Secret 8
MESSENGERS
25X1 1 } 4
F¥orth and Central 1 N 4
South 1) 4
Quarters I 1) 4
Mail UNIT
Mall Duties and P,0. Run (1) . 8
Mail Dutles (1) 4
¥ail Dutles ( 4
(1)
SUPERVISORS
. mﬂmaﬁr‘ ( k4 ) D 8
Dispatcher . {1) 8
POTALS is lo8

Approved For Release 2006/05#24 .: CIA-RDP70-00211R000900240041-0




\ = —

R - Approved F elease 2006/05/24’:fCIA-.RDP7,_0-00‘000900240041-0
OVERPING ~ORK ‘ 30 July 1953

MiIL CONTROL SECTION

VIEK - DAY { Nonday thmu Friday )

Supervisor 1 5:00PH « 6:00PK

Staff Duty Courier 3 5:00PK ~ B300PN

Early Cable Courier 2% 6s00AN - BsS0AN

& T.8. Courler ( Speclals ) 1l 5:00PH - 8300PK

28 Reproduction 1 5300PH - 6:00PK

sas Nowapaper Delivery i B8:00AN - 8:30AN

aane Plckup of Congressional Record 8300AN - 8:50AN

wing OCT » { three (5) assigned Couriers ) 3§ 73:30AM « 8330AM
TOTAL 124 hours per day

# « Performs late delivery of ONE, OIC and OCI material; delivers
all mall) addressed to the A stratien Building and GPO
basement of south; delivers all mail addressed to the Signal
Contew in 'L' Building; sorts all mall picked up on the last
courisr runs ; packs brisfeases and mail bags for courier
delivery the next morning,

#% - Picks up FBID material from and delivers it to  25x1
Pentagon, New State, 8State iAnnexFI, Quarters I and Que
Building.

##% = Delivers the morning newspapews to the Direstors O0ffice,
Central Building and South Building. These papers must be
delivered before 8:30 esach morning.

#3384 « The Congresaional Rescord is picked up by courler sach merning
befors 83130 AN from the Maln Post Office and hand sarried to
¥r. Pforzheimers office in south building.

#enze - Requirements submitted by the Chief of the OCI Reglstry .
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' ) ROREH 30 July 1953
MATII. CONTROL SECTION

HOURS3

2.3, Cable Courier ) 7330 AN - S$O0PN
Mall Clerk % 1 ; 8130 AN -~12330PK 4

B e

TOTAL 11

e v s
{’ . v t 1) e
T VU S
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SATURDAY :
Tnside Courier
Inside Courier
Inaide Courler
WEEK « DAY :

Lad ud d

{ Couriers detalled to oCI )

0730 - 1300
0730 = 1500
0750 ~ 1730

TOPAL

Shown on Mail Control week - dey schedule.

: ¢ e g
oo L by D A R
T 3§

.
¥
B
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